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• How the process will flow…



Proposed Payment Process
      WBC Program
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OWBO

• A quick overview of the new invoicing 
procedures….



New Invoice Process

• Will follow some simplified worksheets
• Will begin for the quarter beginning April 1-

August 31st.
• Will be countersigned by both WBC 

Director and Host Organization CFO.
• More details to follow.



Important Contact Information

• SBA/OWBO Donnell Williams-Miller
202-205-7430

• SBA/ OWBO Acting Deputy Chancy Lyford
202-205-7159
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Agenda
Overview of Division of Payment Management 

Structure of the Grant Life Cycle

System Access and Payment Requests

PSC 272 Overview

~  BREAK ~

Ad Hoc Inquiry Overview

Information Sources

Question and Answer Period 



Overview



Handles account set-up and system user establishment in PMS; 
processes payments and performs cash management for grant 

recipients; facilitates debt collection for all grant funds paid through 
PMS; collection point for all grant-related interest throughout the 
Federal government; resolves disbursement reporting issues with 

grant recipients. 

Distributes financial transaction data and reports
to awarding agency customers; processes 

payment transaction files to the Federal Reserve
Bank system and U.S. Treasury; and prepares 

financial reports.

Evaluates changes and enhancements to PMS;
develops systems related operating procedures and
system documentation; oversees the resolution of 
system application problems; and monitors
production activity for accuracy. Conducts system analysis, 
design, and programming tasks; operates the computerized 
system; communicates with other computer centers; executes 
system back-up processes.

Director, DPM
Anthony DiToto

University and Non-Profit Payment Branch
Kassandra Miles, Acting Chief

Accounting & Reports Branch
Brian Harris, Chief

Division of Financial Operations 

Systems Accounting Branch (SAB)
Matthew A. Zakielarz , Chief

Governmental & Tribal Payment Branch
Kassandra Miles, Chief



Grant Life Cycle

Grant
application
submitted

Awarding agency
reviews application

for approval

Grant data is
transmitted to 

PMS

PMS updates
their database

PMS issues 
payments to

Grantee

Grantee reports 
disbursement data
via PSC 272 report

PMS transmits 
data to awarding 

agency

Awarding agency
reviews data for 

compliance
w/ regulations

Award agency
closes award

(AUTH = DISB = PYMTS)

The Cycle 
Begins Here



What is the Payment Management 
System?

• The Payment Management System (PMS) is a 
internet-based mechanism used by grant 
recipients to withdraw funds awarded by the 
U.S. Government  

• Funding requests can be made as often as 
needed (daily, weekly, bi-weekly, monthly)

• Requests for funds are reviewed, approved, 
confirmed and paid by the Payment 
Management System

• In accordance with treasury regulations, 
federal cash must be drawn solely to 
accommodate your immediate needs



How do I receive funds via the Payment 
Management System (PMS)?

• You must complete a Direct Deposit Sign-up 
form (SF-1199A)

• You must complete a Primary Contact Sheet
• All forms should be mailed to the Awarding 

Agency not the Division of Payment 
Management

• The Awarding Agency will send all required 
forms to the Division of Payment 
Management.  Once forms are received your 
organization will be established in PMS and 
you will receive a username and password 
from the DPM in order to withdraw funds



Grantee Registration
Objectives:

• Definitions of Direct Deposit Sign-up form 
(Standard Form 1199A) and Primary Contact 
Person form

• Learn how to access the  DPM website
• Learn to complete the 1199A Direct Deposit 

Sign-Up Form
• Learn how to complete the Primary Contact 

Person Form 



What is a Direct Deposit Sign-Up 
form?

The Direct Deposit Sign-Up form is a standard form which 
includes information such as the name of the organization to 
receive funds, the bank account number, type of bank account, 
and the name and routing number of the financial institution to 
receive funds .
Grant recipients are required to complete the Direct Deposit 
Sign-Up form in order for funds to be directly deposited into 
bank accounts
You may retrieve the form from the Division of Payment 
Management website at:
http://www.dpm.psc.gov/grant_recipient/new_grantee_infor
mation/nonhhs_1199a.aspx?
All international recipients must have a corresponding bank in 
United States
Once the direct deposit sign-up form is completed, mail the 
original form along with the primary contact sheet to the 
awarding agency
DO NOT MAIL COPIES OF THE DIRECT DEPOSIT SIGN-UP 



What is a primary contact form?

The Primary Contact Form allows you to obtain a 
username and password in order to use the Payment 
Management System (PMS)

The Primary Contact Form should be mailed along 
with the Direct Deposit Sign-Up Form



DPM website:  www.dpm.psc.gov

You must have an internet browsers 
installed on your computer: 

Internet Explorer 
(software version 4.0 or higher)

DPM Hours of Operation
7:00 AM to 6:30 PM 

Monday – Friday 

Help Desk:  1-877-614-5533
Email: PMSSupport@psc.gov

Fax #: 301-443-8362

STEP 1: GO TO THE DIVISION OF PAYMENT 
MANAGEMENT (DPM) WEBSITE



AVOID COMMON ERRORS:

Provide the correct depositor account 
number and bank routing numbers

Ensure that your bank completes the 
depositor account title box in Section 3 
(The name of your organization should 
appear in the depositor account title box)

Ensure that the depositor account title 
matches the name of payee 

Get all of the requested signatures

1. Go to: 
http://www.dpm.psc.gov/grant_re
cipient/new_grantee_information
/nonhhs_1199a.aspx?

2. Print the form 
3. Complete sections 1 and 2
4. Have your bank complete    

Section 3
5. After form is completed, mail 

to the Awarding Agency

STEP 2:  COMPLETE THE DIRECT DEPOSIT SIGN-UP FORM



STEP 3:  FILL OUT THE PRIMARY CONTACT PERSON FORM



and 
Account Inquiries

System Access 



Go to: www.dpm.psc.gov

Click on “Payment 
Management System”

or “SmartLink”



Click on “SmartLink 
Payment Request” or 

“Payment Management
System”



User name:  Established by DPM 
(For training: All  upper case -
e.g. , STATION 3)  
Password: set by the users. Must 
be at least 6 alpha-numeric characters
(e.g., #GRANTEE1)

*For first time users, 
the initial password
is provided by DPM.



Review for new messages; then click on 
Click Here for Access to the Payment Management System



Click on: My User Info to:
1) change password
2) or to update user
contact  information. 



1) Enter your temporary/old 
Password

2) Enter a new Password
3) Enter your new password 
again in the Confirm Password
field

4) Click on 
Change



1) Enter your new password and 
click OK





SmartLink Payment 
Requests



1) Click on “Payment”
2) Click on “Request for Payment”
3) Enter your Account Number
5) Click on “Account”.

2AA5P



1. Enter DUNS
2. UPDATE Requestor Information or 

Click the Check Box If No Changes 
Are Required

3. Enter Payment Due Date
4. Enter Expected Disbursement 

Amount
5. Enter Cash on Hand
6. Enter Payment Request Amount
7. Click on “Continue”.



2AA5P
123456789



2AA5P
123456789

SUBACCOUNT1 SUBACCOUNT2



2AA5P
123456789

SUBACCOUNT1
SUBACCOUNT2



2AA5P

SUBACCOUNT1
SUBACCOUNT2





Reasons a Payment Can Be 
Denied:

- Agency Restriction

- Reasonableness 

- Cash on Hand/3 day rule

- Late PSC 272

Awarding agency has the 
authority to restrict grant 
funding and payment 
requests
Excessive payment 
requests may be rejected 
due to large payments in 
budget period

Funding requests may be 
delayed or denied if there is 
excess cash on hand

If the electronic PSC272 
quarterly report is not filed 
before the due date, 
temporary suspension of 
funding privileges will occur



Account Inquiry Information 

Account  Balance Data -

Authorization Transactions -

Payment Data -

Summary Grant Data -

Authorized grant award 
information, payments made 
and funds available

Payment history (payments 
deposited and rejected)

Grant expenditures reported 
on the most recent PSC272 
report

Award amount, budget period 
and date posted in PMS



2AA5P
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WHY THE 272?
• FEDERAL GRANT AWARDING AGENCIES COMPARE THE
272 REPORT TO RECIPIENT SF 269 FINANCIAL STATUS REPORT.

• GRANT DE-OBLIGATIONS BASED ON 272 REPORT.

• 272 REPORTS - CASH MANAGEMENT TOOL FOR THE FEDERAL
GOVERNMENT & GRANTEE.

• DATA SOURCE FOR AUDIT PURPOSES.

• DATA SOURCE FOR THE MEASUREMENT OF FEDERAL GRANT 
PERFORMANCE. 

The PSC 272 Report
Electronic Reporting Process



Access the DPM Home Page
www.dpm.psc.gov and then
click on Electronic 272



Click on “Electronic 
272 Reporting”



1) Enter your Payee Identification 
Number (PIN)
2)  Enter your PSC 272 Password



1) Select the Payee Account 
Number you  want to work on

2AA5P



1) Select the PSC 272-A Form



Optional: Identify document as 
it appears in your accounting
system.

Update the cumulative
total for each document



1) Use the PSC 272-G to 
review inactive grants
2) Click on the grant number 
if you need to change the 
Disbursement amount



After Clicking on the 
grant number scroll to the 
“Bottom” of the 272 A Page
To update your disbursements





1) To add grants to the 
report that are not on the 
PSC 272-A or PSC 272-G 
click on (Click Here)
2) Enter the grant info on 
the lines provided



1) After updating all grants 
Click on 

2) Click on

Refresh/Update Screen

Return to Form 272



1) Line 4 equals net disbursements from the PSC 272-A
2) Enter ‘Cash on Hand End of Period’ on Line 5
3) G and G1 account can report excess interest income on Line 7 
4) Scroll down and click on 

Click Here to Certify this Electronic 272



1) Read the warning and check your 
numbers. 
2) Scroll down and fill in the “Certified
By” and “Prepared By” information
3) Click on   Upload this Electronic 272





1) Print the PSC 272 page 
2) Fax the page to your DPM Account 
Representative 







Information 
Sources



Remittances

Check Returns
If you choose to return funding via a check, please be sure to use the following information: 
•Check made payable to The Department of Health and Human Services 
•Indicate your Payment Management System (PMS) Account Number (PAN) on the check. This number can be found on page 
one of your PSC 272 Report. 
•Mail the Check to: 

oThe Division of Payment Management  (Federal ID # 521396046)
oP.O. Box 6021 -- 11400 Rockville Pike, Suite 700 -- Rockville, MD 20852

You can choose any one of three ways to return funds to DPM 
ACH Returns (Direct Deposit)
Returning funds to DPM via ACH (Automated Clearing 
House) means you will most likely be returning funds to DPM 
in the manner in which they were received at your 
organization. 
You will need the following information: 
The DPM ACH Routing Number is: 051036706
The DPM DFI Accounting Number: 303000

FEDWIRE Returns
A FedWire return is a return via a WIRE. You 
will need the following information: The DPM 
FEDWIRE Routing Number: 021030004 The 
DPM ALC (Agency Location Code): 75010501

IMPORTANT - PLEASE INCLUDE:
Your Payment Management System (PMS) Account Number (PAN) with your submission. This is important so we know who to credit the funding to.  Please 
include with each submission the reason for the return. This means: is it Excess Cash, funds not spent, interest, part interest part other, etc. On electronic returns 
there are fields in place for submitting information with the financial data. Please make use of these fields. Please include pertinent sub account information if it 
applies.



Remittances by 
Check

DEPARTMENT OF HEALTH & HUMAN SERVICES

PMS Account #/Grant #



Remittances by check may be sent:
US Mail Address

Division of Payment Management 
Post Office Box 6021 
Rockville, MD 20852 

Or

Express Mail Address 

Division of Payment Management 
11400 Rockville Pike - Suite 700 

Rockwall Building I 
Rockville, MD 20852



For questions, please contact:
Frances K. Odgers

Accountant – Cross Servicing Team
University and Non-Profit Payments Branch

Telephone: (301) 443-2090
Fax: (301) 443-2672 

Email: FrancesK.Odgers@psc.hhs.gov

or 

Janet Morgan Fowler
Team Leader ~  Accountant 

Government and Tribal Payments Branch
Telephone: (301) 443-2147

Fax #: (301) 443-2569
Email: Janet.Fowler@psc.hhs.gov
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